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GEORGIA DEPARTMENT OF HUMAN RESOURCES

APPLICATION FOR RECORDS RETENTION SCHEDULE ' OFFICE OF ADMINISTRATIVE SERVICES
RECORDS MANAGEMENT UNIT
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For instructions on eornpletmg this form contact DHR Records Managaement Unit, 47 Trinity Avenue, Atlanta Georgia i
30334, Phone - (404} 656-4976 GIST 221-4983 _ : -
 DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND ! HiS‘I‘ORV 7
Applicstion Data |Div. Of Mental Health And Mental RetlrdatiTmnmm Number 1%
: Mental Retardation Section 83 - 8
12/7/82 147 Trinity Ave. S,W. Room ‘307-H &
Appfication Number Atlanta, Ga. 30334 Dats Received Date Complated
82-32 _  UTOT 2Ol mtatafttoiceniiin e . o ;___E'f_f 9 1990 | JAN 2}_’9_8?_
2. PmntoConm:t Working Titie o Telephone Number
Harriet Van Norte Unit Director . 656-6370 -
Pam Durden . R 17~ 7 11 3 2 e 9966370
3. Actior. Reguested ) _ . )
i . ) . . Combine Retention Schedules
a. Dﬁftabilih Ro-unhon Schtdul.:ncordmil mnt_lnucgn.cwmufau. Update Inclusive Materials and Form |#
b. D Disposs of present accumyplation; hg further stcumulition anticipsted. e R tention Instructions
e. Amend Appiication No. {76-2 d - Z;E Check One: [J Change; ﬂ&:parnega E]
4. Danes of Series | 5. Records &rmm ﬂ'oﬂowedby tithe used in oﬂu,-ndiff,nn:)
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Earlient . - o
ia1d ALPYQM ental Retardation Community Benident ial Services B_gdget and Pro grg_LngJ
€. Dwision snd Office Function What ia the function of the Division snd the Otfice in which this record seriot is created?

' 7. Records Series Description This file contains the following documents finclude form numbers and titles, if any ) ";\;:Eh’;_mpias of the fue.
Doocyments-relating to: reviewing and monitoring funda spent and programmatic activity for MR’
Community Residential Services Programs statewide
Included are: Budget File- Form 1078(Receipts and Expenditures-Requests) ; Form 1182 (County
Budget Items Other Then Personal Services); Form 1183 -(County Budget Personal Services) :
Porm 1186 (Budget Expense and Resource Summary (MH/MR): i Porm 1187 (Budget Expense and
Resource Appropriations Request); Form 1192 (Income and Expenditure Report J{Public MR
{3 Porm 1194 (Budget Expense and Resource Summary) ;
Form 5405 (Request For Budget Rcviuion) ; Porm 5410 (Budget Expense and Resource Summary) ; -
~ Form 5411 (County Budget Personal Services) ; Form 5412 (County Budget Jrewme Arhae .-
Personal Services); PForm 5413 (County Budget Non-Participating Ttems): . _ .. - ... (.:c.s
‘ Un-numbered FPorms- Residential Program Contract Sheet:
" Programmatic Budget Review; Community MH/MR Budget Allocation: Budget Recommendations;
Contract Amendments; Contract Information Sheet; (See Continuation Sheet) '
The file is arranged : Alphabetically by MR Community Residential Service‘qua . -
thereunder by subject or progrn name | :
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8. Monthiy Reference Rate U Mow often sre records rrl‘arred to which are:

One 15°sjx rhonths oid 1o 3 7 Sewn 0 tyveive mont{u Qld l() Thirtean to twenty-four months old ;', ) H
mmty fnn montl-u and older _..J. e 1- - t
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— 1 x I . & this series for @ major portion of it) feguiarly microfilmed?

X ! i yos, whers? Area Lomunitngsidentia_j,ervicea- Maintain Reference Copy ]

r_YE'.S ' NO 10, QuerucTnaife (P.ace &N XN the prepes essiumn; B ,
! &. i this the otficss! copy of the seriny? L - ! '
X j i not, whars is it? * E
) b. Doas the seties contaln confidential informatien requiring security randiing? #f yes, &:s law Of rOGUISLION.
] x L“*C‘_:‘I thlllmlmd? e T Tt Tt T '
d. Doss this series o3 have hirtorica! or long tsrm restarch  vatue? -
s. When one of two GoCUmEents in the fils maks It MeCERETY tO keep tha cmirn fuh tora ion; penod coulc these documents
x| be schaduted -pirmly? . _
X f. is the informgtion e eontpined in this series ever pu__blgmed_? __!f yes, 8 lﬂkch eopv o - i NI '
_ g is the lnforr?mwr{ _cmulnod in this serigt ever unulynd nnd]or rword&r,' ln L mm-r.mzad raport?
X H yes, stusch copy. o - “““ DR
h. is thers a duplicstion of this seried in vour otfice, or in snother offica o agancy? T enT

X | i’ Does tha record series result mlaompuur !_nntout? . R e AL e et
11. Retsntion Requirements __ ... .« 5 5 The tollowing roquam m secias to be kept: am sl T
o IR LR I e S AT IR T Ba VR AT % R |
s, Suwlaw - prT peltem—TTETTET ysurs. d. Audit period yoars.
b. Stawne of limimtion —_— e ymams, ‘s.  Administrative nsed _ — 4 __vesn
c. Fedarsl law years. _ f. Fedsrsl reention instructions ﬂ__ywif
. 1 a
Arwach copy or exzerpt of iswa of regulstions. Explein sdrninistrative need.
i - ot . - - '
A-Q_CFR 54 -—-r&"qu g TETaaabTaar wAbeoamenS o rlen 0 T pees )
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12. Approwed Disposition Instructions  This agency recommends that the file series b cut off st the end of each:
[} Calendar Year: X3 Fisca! Year; D Other than,
X Hold m the current files sres .— . ——— menthis} 3 2. yaar{s}; then
D) Transfer to local hoiding sres: hold year(s); then
X0 Transter to Suste Records Center; hold __,.2. year(s}; then
b Dentroy
[ Transter to Stats Archives for permanent retentien.
5 Other (Specify]
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Application Por Records Retention Bchedule Page 2

#7 Included Are; (continued)

Contract For Services and Addendums; Request For Contract Approval; Contract
Pinancial Annex; Rental Agreement; Equipment Listings; Equipment Expenditures:
Inventory and Supplementll Equipment Expenditures; related documents and corres-
pondence. : .
Program Pile- Form 3833 (Institutional Health Evaluation Report); Technical Assis-
tance/Corrective Action Plan; Guidelines for the Evaluation of MR Developmental
Traiming and Pamily Support Homes-Program Evaluation Rating Porm; Guidelines for
the Rvaluation of Group Residencel for HR-Progrlu Evaluation Form; MR Community
Residential Services Special Progrlmmatic Expenditure Report; Statewide Summary
of MR Community Residential Services-Number of Sites and thancies’by Option:
Statewide Summary of the Number of MR Clients served in Respite Care By Option;
Statewide Summary of the Total Mumber of Clients in MR Community Residentizl
Services; Statewide Summary of the Total Number of Clients Being Served From
Each Pacility and Prom the Community; Statewide $ummary of the Number From Each

Area By Facility Recommended and Not Recommetided For Discharge; related documentsgent

.

#hd-dorrespondence Community Residential Placemeant Activity Reporc, and reiated
GucumEnis and’ coTrespondence. :
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